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How To Integrate Line And Staff Functions 
We have a tendency to ignore anything that smacks of shared respon- 
sibilities because we are captives of a philosophy which declares that 
line and staff men have different goals. 
A Philosophy Of Work Measurement 
The important questions are not those of measurement technique; 
rather they concern the definition of the measurement problem. 


Marvin E. Mundel 


Charles D. Boyle 


A Record Retention Program Is For You 
y following the steps outlined here, one can set up and maintain an 
orderly system of record retention that will reduce costs. 


Oswald B. Aaberg 
Shall and Shall Not 


Shouid management icll subordinates what not to do as well as what 
to do: 
Brian V. Rothery 
Programed Instruction: The Systems Approach To Training 
The systems approach to programed instruction is tailored to meet 
measurable behavioral objectives that are specified with precision in 
advance. 
Scott B. Parry 
Establishing Classification Schemes For Communications 
or control of the issuance of duplicate material, its distribution and 
ultimate filing, an analysis is needed involving four cardinel points as 
outlined in this article. 
Jules Levin 
Too Long in Systems? 
Changing corporate requirements have put the systems man at the 
crossroads? Where does he go from here? 
Robert C. Weisselberg 
Questions And Answers About SIS 
The improvement of particular clerical operations may hinge upon 
what Short Interval Scheduling has to offer. 
Frank L. Johnson 


March-April 
Satisfying The Need To Know—In Real-time 
ATR 


&T’s version of the management information system is a concept 
involving the entire sphere of telephone operations. 
J. T. Mapletoft 
Optimum Allocation Of A Budget 
The model here considered will prove useful in a wide range of im- 
portant problems concerned with the optimum allocation of funds. 
Ralph Oravec 
A Practical Approach To Quality Control 
Because few clerical operations fall within the framework of the con- 
ventional program, a minimum of statistical controls are required, 
Bennet B. Murdock 
Keypunch Standards Without Stopwatch 
Account for the variation in source documents and develop a_tech- 
nique for allocating units of time to these individual differences. 
Gordon A. Peters 
The Practical, Unpretentious, Nomographic Computer 
The nomograph provides reasonably accurate solutions to mathe- 
matical problems with a minimum of ‘set-up’? time. 


Jack R. Lander 
A Compelling Approach To Forms Administration 
Technical skills of both supplier and user must prevail in the area of 
automated administrative systems, 
Howard J. Martin 
Is Management Ready For Professional Status? 
Somehow, management, with its widely dispersed elements, must come 
up with some common standards to attain professional status. 
Charles R. Busbey 
Systems Functions, Relationships, Pitfalls 
Here are some pointers on how systems men should go about their 
business, 


Leslie H. Matthies 
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A New Look At Forms Control 
An experienced management analyst examines the reasoning behind 
the need for forms, and explains how to design them. 


Ada Barnard 
Putting The System In Writing 
A systems manual must be well-prepared, properly presented and 
available to all employees and maintained on a current basis. 
Harry R. Mayo 
The Assistant Chief: Asset Or Liability? 
There should be no organization-wide policy establishing deputies for 
major divisional units. Each instance should stand on its own. 
David S. Brown 
What Is A Files Performance Index? 
A records station exists solely to provide staff with information. The 
FPI shows whether or not it’s doing its job well 
William B. Warren 
The Logical Process Of Linear Programming 
Once the mystery of this and other OR techniques is dispelled, one 
can see that they have great potential utility in clerical application. 
onald P. Kenney 
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Inventory Squeeze Between Finance And Production 
The squeeze method starts with the financial department pushing down 
on inventories in broad categories. 
D. F. Davis 


An Operating Concept For Service Organizations 


Service demand, standards of excellence and work measurement are 
three areas in the service organization in which results can be identi- 


fied. 
J. MeGarr 
Automating The Time Study Data Process 
A successful, five-program system for time study data could also be 
used to generate statistical information for data on any subject. 
Stanton F. Lavelle 


July—August 


Line Of Balance Gives The Answer 
A charting technique designed to broaden management’s visibility of 
progress and to allow for corrective action has helped Douglas Aircraft 
meet its schedule requirements. 
Norman E. Finck 
Management’s View Of The Systems Function 
usiness management is aware of the pote entialities for a new approach 
to systems and procedures and management information systems. 
Walker L. Cisler 
Cc ontrolling And Evaluating Data Processing Operations 
nique in this application is the scope and operations covered; man- 
ual as well as machine operations are given equal treatment and 
evaluation. 
George J. McDermott 
The Total Systems Myth 
The assumption that the “‘total’’ approach is the most important one 
is translated into practice by writers who define the role of systems 


analysts. 
W. M. A. Brooker 
Who Is The New Manager? 
Information technology has revolutionized some managerial functions 
but it has not depersonalized the functions of the managers. 
Peter B. Schoderbek 
Charles G. Schoderbek 
An Answer To The Challenge Of World Markets 
Archaic controls over creative men hardly provide the environment 
that leads to significant research and development discoveries. 
Stephen J. Barres 
Quicker Closings for Multi-Plant Operations 
In the drive to present management with complete financial informa- 
tion faster than ever, here is a review of how one company has 
advanced. 


Moritz E. Pape 
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A Systems Approach To Managing By Objectives 
The comprehensive approach to the confusing management-by-objec- 
tives concept differentiates among objectives, goals and plans. 
Walter R. Mahler 
Systems, Computers And Operations Research 
Here's how one company pursued computer-oriented managerial sys- 
tems by understanding current systems and designing and installing 


objective systems. 
R. J. Zolad 
What Is Segmented Program Design? 
brief outline of this technique and its @ ntages over other meth- 
ods of program design. 
Joseph Holzer 
The Rampant Organization 
Management had better observe the growth of the organization for it 
may have in it the seeds of self-destruction. 
Raymond F. Valentine 
A Realistic Appraisal of Instructional Programming 
As a training tool, programmed instruction is not necessarily a cure- 
all which will solve problems on its own any more than other teach- 
ing techniques. 
Richard J. Morse 
The Office Manager In A ‘*Systems’? World 
A combination of the people-oriented approach of the office manager 
and the methodical analysis of the systems man will produce the 
greatest strides in efficiency. 


Harry L. Wylie 
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Factored Cost: A Management Systems Approach To Cost Control 
The approach to this problem was to examine the cost relationships 
between material acquisition and usage by the various labor cate- 
gories and related classes of material involved. 
Rolf E. Rogers 


What Is Operations Research? 
n 20 years this method of studious inquiry, with its four main 
classes of models, has grown from a relatively small activity to a 


full-fledged branch of science. 
Norman J. Driebeek 
Plug The Holes With Paper 
Here's how one company developed new forms and procedures for 
correcting weaknesses in the areas of stock requisitioning and trans- 
fers, miscellaneous internal transfers and no-charge shipments from 
the company. 


Alan N. Hooker 


Theory And Design Of The Management Information System 


A management information system built around ‘‘effectiveness”’ 
information will offer these specific benefits: deeper insight into 
problems; focus on areas of significance; and elimination of paper- 
wor 

William R. Robins 

Marketing The Systems Function 

The successful systems manager will respect the imporiance and 
status of line officials and recognize the frailties and dignity of 
people. He must combine the talents of the diplomat, salesman and 
analyst in that order. 


Milton Reitzfeld 


Another Use For The Information Utility 


The building of a sound future for the information retrieval tech- 
nology calls for an unprecedented type of cooperation from public 
and private industry in sharing certain types of information resources. 

elden Menkus 
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